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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: R01
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Norma Alvarado
	SUPERVISOR'S CLASS: Staff Services Manager I
	personnel analyst: JCM
	personnel date: 12/17/2012
	PERCENT OF TIME: 
















35%
	activity: POSITION SUMMARY
Under the general direction of the Staff Services Manager I, the incumbent is responsible for personnel activities of assigned organizations within the Department and will perform complex analytical duties for the Classification and Succession Planning Office.  The incumbent will promote and be accountable for customer satisfaction and quality service and will initiate or recommend changes that promote innovative solutions to meet customer needs.   
  
ESSENTIAL FUNCTIONS
This position requires the incumbent to work cooperatively with staff from the California Department of Human Resources (CalHR), State Personnel Board, departmental managers and supervisors, administrative officers, and others; multi-task, adapt to changes in priorities, and complete tasks and projects with short notice.  This position is also responsible for projecting the Department's image and is the Department's liaison with external contacts in addressing human resource needs.  The incumbent must maintain regular, consistent, predictable attendance.  The specific essential duties are:

Classification and Placement:
Consult with and advise Program Managers and Administrative Officers on personnel issues such as establishing new positions, reclassifying positions, and determining the impact of proposed reorganizations on position levels and numbers; evaluate proposed personnel transactions and either approve or disapprove and recommend alternatives for promotions, new hires, reinstatements, transfers, reclassifications; assist in the recruitment and selection of employees, and in the reassignment and/or layoff of surplus employees; consult with Departmental employees, and prospective State employees regarding employment, promotion, transfer, and other personnel-related matters; consult with, advise, and make recommendations to Program Managers and Administrative Officers relative to personnel policies, standards, rules, and procedures; analyze the more complex classification proposals within assigned organizations.  This requires comparative analyses of classifications with significantly similar knowledge and abilities, qualifications, and levels of responsibility, considerations of appropriateness of classification,
	classification: Associate Personnel Analyst
	appointee: Vacant
	dwr position number: 0740-5142-006
	sap personnel no: 
	sap position number: 50000726
	division: HRO/Classification and Succession Planning
	mcr: 1
	percent2: 




10%







5%







5%





5%




25%
	activity2: organizational impact, eligibility of employee, and salary and range considerations.  Work closely with the Labor Relations and Employee Health Services Office in developing responses to employee out-of-class grievances and impacts of proposed employee relations issues on classification and placement projects.

Consult with and advise Program Managers and Administrative Officers concerning employee performance appraisals and corrective or adverse actions; consult with supervisors regarding efforts to identify and correct performance problems before adverse action becomes necessary through effective use of the Employee Assistance Program; and when adverse action is necessary, review documentation, assist in preparing written notification, ensure conformity with State Personnel Board rules and departmental policy and guidelines.  Serve as liaison between Legal, Labor Relations, and line staff in obtaining concurrence on proposed actions.

Revise existing class specifications and allocation standards, create new specifications and allocation standards, or eliminate classes as requested; meet with appropriate program staff; meet with DWR Labor Relations staff and, as needed, appropriate union representatives; meet with and/or notify other departments who have same or impacted classes; develop and review Board Items; conduct complex classification projects and studies; and conduct job analysis and desk audits in support of Board Items which may require traveling or driving a vehicle to and from work locations.  

Research specific areas of personnel management to develop policies and procedures.  Ensure that assigned areas of Department Administrative Manual are kept current and are consistent with State Personnel Board and CalHR rules, and Government Code.  Develop and maintain Enterprise Process Guides (EPGs) within assigned areas; prepare formal memoranda, reports, and correspondence on personnel matters.

Serve as chairperson on qualifications appraisal panels for assigned examinations; represent the Human Resources Office at meetings and conferences; act for the Staff Services Manager in the manager's absence.

Recruitment Program:
Plan, organize, and direct the Department's Recruitment Program.  Work closely with Department of Water Resources (DWR) leadership to ascertain their recruitment needs and assist in the development of strategies to meet their needs.  Conduct extensive recruitment activities for the Department.  Develop and coordinate on-campus recruitment activities for various entry-level classifications.  Attend, or obtain representation from within DWR to attend, career fairs throughout the year.  Act as a liaison between the Department and Recruiter's Roundtable, external contacts, and representatives from various high schools, colleges and universities.  This may require developing and conducting presentations.

	percent 3: 5%




5%





5%
	activity3: Work closely with departmental staff in identifying publications, community based organizations, schools, promotional items and other resources for job fairs, advertising and informational sessions; negotiate prices with publishers and orchestrates advertisement for publication; and design and develop flyers, brochures, and ads.

Develop monitoring systems to assist in the evaluation of recruitment program efforts; and develop, implement, and utilize methods for tracking and analyzing resources for qualified candidate pools to meet departmental hiring needs.  Prepare reports for managers and supervisors concerning status of recruitment efforts.   Prepare correspondence.  Serve as chairperson for campus examinations.  This may require driving a vehicle on public roadways.

Represent the Department to promote employment with DWR; provide consultation services and advise potential employees of steps necessary to secure State employment and respond to employee and general public inquiries, orally and in writing.  Assist with the development of and closely monitor the Recruitment budget; and prepare reports for management and advise staff of their budget and spending criteria.

SPECIAL REQUIREMENTS
Requires a broad knowledge and understanding of CA civil service laws, rules, State and departmental policies and procedures, labor contract administration, hiring procedures, and classification studies; ability to communicate effectively both orally and in writing; and the ability to work effectively with the California Department of Human Resources, State Personnel Board, departmental Program Managers and Administrative Officers, and others external contacts.  

A valid CA Driver's License as travel may be required to attend meetings, conferences, and training.


	supervisor name: Norma Alvarado
	employee name: 


